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 Effective Date Statewide:  09/06 Revision Date:

TRUST CHECK WRITING

Description: 

This procedure will assist a clerk issuing trust checks from the courts trust account.

Reference:

Accounting Manual

Overview: 

Trust checks are issued from the courts trust account for restitution, attorney fees,
overpayments, bail forfeitures/bail refunds. 
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Procedure/Computer Entry

Trust Check Processing

Primary Menu > Accounting > Trust Check Processing

View a Batch Allows the check to view a batch of checks that have been
printed.

Print Checks Tells the batch number and gives a list of checks that are
being paid out.

Trust Check
Register Report

This is a report that can be run by date, check numbers or by
journals.  This reports shows the checks that the court issued.

Void a Check This allows a clerk to void a court check if it was issued to the
wrong payee, returned in the mail, stale date, stop payment
etc.
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Monies may not be available if journal is not cut off.

Select Trust Checks Available to Write

Trust Checks Available to Write Filter

This screen is used to select Checks older than 14 days or all checks available to write.

Filter by certain Trust Types, by Case Number or by Payee. To see the trust money on
one case use case number, to display all amounts for one Payee, select the payee drop
down.  Select how the information is to be displayed then select Enter.   



4

If more than one check is to be issued to the same payee, be certain to use 
the common party function so only one check is issued.

Change Payee 

This screen is used to change who the payee is on a check.  The radio buttons are
used to select a party from the case, use a common party, or make a new party.  
Select who the payee will be and the select Enter.  The screen will go back to the Trust
Checks Older than 14 days’ screen

Once all of the checks have been selected and the batch is ready to be issued, Select
Issue Checks. The following screen appears.

Write the batch number down.  Select OK.

Exit out of the Trust checks older than 14 days screen.
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Now select Print Checks

The Check Number Processing Screen will appear.  Make sure that the right batch
number and check number are listed on this screen.

If the information on this screen is correct, select Enter.  A black screen appears and
text will scroll through.



6

If refunding, applying to revenue on a case or transferring to unclaimed property
from trust without a case the check writer will have to refund, apply or transfer

money from check writing.

This is the next screen. 
Place check stock in the printer. 

Select OK

The Adobe Reader will appear on the screen, and the check should print.  Close the
Adobe Reader screen.

This will be the next screen to appear.

Select OK. An Adobe Reader screen will appear once again, and the copy of the check
will print.  Close the Adobe Reader screen. 

   


